
VIPS Registration Process is held in the Fall to 
recruit volunteers for events.

Event Coordinator makes initial contact with volunteers and 
informs Team Lead enough  volunteers have been received. 
Event Coordinator provides volunteers their name/number and 
any information regarding the event. Do this even if the event is 
not for several months and you don't need any help for awhile.

The Event Coordinator should keep up contact with volunteers.  
Provide a reminder 2-3 weeks prior to event.  If the event or job is 
several months away, keep volunteers in the loop with monthly 
reminders.

Does the Event 
Coordinator still have 
enough volunteers?

3-4 days after VIPS Registration Process closes, VIPS contacts 
Team Leads to inquire if they have enough volunteers for each 
event.  Team Leads direct their Event Coordinators to look up 
their volunteer sign-ups in PTO Manager and determine if they 
have enough volunteers.

Did the Event 
Coordinator get 
enough volunteers?

yes

no

One week prior to event, Event Coordinators should confirm 
final volunteer  head count.

yes

no

Event takes place.

Following event, Event Coordinator thanks each volunteer.

Event Coordinator provides list of all volunteers for event to 
their Team Lead.  The Team Lead will then pass this 
information, including the Event Coordinator's name, on to 
the Communications Team for publication on the website.  
The Communications Team will thank the volunteers for 
their generous help.

Event Coordinator provides Team Lead with complete Event 
Recap.  Team Lead will pass Event Recap along to the VIPS 
Event Recap Coordinator.

YEAH!!!  The Event is now 
complete!

Event Coordinator contacts Team Lead 
indicating that they need more volunteers.  
The Event Coordinator uses PTO 
Manager to contact volunteers from the 
VOLUNTEER ON CALL list.

Lois Lenski Elementary
Volunteer Recruitment Process 

2009-2010

Event Coordinator lets Team Lead know 
that they need more volunteers.  Team 
Lead will contact the VIPS Coordinator who 
will send out an e-mail to the entire school 
requesting help in certain areas.

3-4 days later, Event Coordinator checks the 
volunteer sign-ups in PTO Manager.

Did the Event 
Coordinator get enough 
volunteers?

yes

no

Event Coordinator contacts Team Lead 
indicating that they need more volunteers.  
The Event Coordinator uses PTO 
Manager to contact volunteers from the 
VOLUNTEER ON CALL list.
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